


















Secdon 5 - Emergency Phone Tree --··--······································-·············· .... ..... ... .. .. ........... ................... ... .. .. ....... ... .. ............. . 
Please use the space below to illustrate the Emergency Phone Tree for your event or submit a separate 
form detailing your Emergency Phone Tree. If you need additional space, please attach a separate sheet. 

wet>"'601'A-'f 
Event Date(s) of Event '2l\4 )hp.\) <=i\aJ-

Emergencv Contact Information 

Primary Contact:3AA'-I E Secondary Contact: ______ _ 
\ ' 

Title: ________ _ 
\ 

Phone No: Phone no.: _______ _ 

Tertiary Contact:. ________ Operations Manager: ______ _ 

Title: Title: ------------ ·------------
Phone No: __________ Phone no.: _________ _ 

Site Managers and miscellaneous contacts 

Location: Location: 

Date(s): Date(s): 

Name: Name: 

Phone# .Phone#: 

Location: Location: 

Date(s): Date(s): 

Name: Name: 

Phone# Phone# 

Location: Location: 

Date(s): Date(s): 

Name: Name: 

Phone#: Phone# 
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··--·· ·············· ··-···················-· ··· ·······················--······-··-······ ···-·----- ···· ······-... -- ... -···· ····· 
Section 6- Emergency or Crisis Management Procedures ---·---.. --··------ .... .... ·-................. ·-· ..... .. .......... -· ............. .................... .............. --- ...... ... ..... ... · -· ..... .. .... ...... -·. 
Please submit your Emergency or Crisis Management Procedures for your event or use the provided 
example. If you need additional space, please attach a separate sheet. 

Emergency/Crisis Management Procedures 

l. In the case of any incident, accident or anything deemed "out of the ordinary" (including 
inclement weather and its potential affects on patrons, property and/or equipment). 
el.A2.A H€RCAANI5 has designated S»tt'i o..Mi'"" with the 

responsibility of being the CRISIS MANAGER (CM). This position will empower the 
designated person to make decisions on behalf of()~a\t\tJISCoordinate with local 
authorities for an action plan and to make any statements to the press (if applicable). 

2. In the case of any incident, accident or anything deemed "out of the ordinary" (including 
inclement weather and its potential affects on patrons, property and/or equipment) ALL 

f)...f4.ir t-\'f:QQ.WJO staffwill be instructed to: 

a. Act as quickly and professionally as possible,· 
b. To contact their immediate supervisor and/or the on-siJe _____ _ 

management representative; 
c. Have as much factual infonnation available as possible - not to speculate as to the 

cause of the incident, accident, etc., unless requested by the CM; 
d. Follow the directions of the immediate supervisor and/or the on-site 

-----------management representative explicitly; 
e. Recommend that people leave the area first, or at the very least go to their 

vehicles. If unable to evacuate (staff, disabled, families, etc.) use the lower levels 
of the par.kin~ decks. (West Side, Walnut Street & 1st Street), (East Side, Walnut 
Avenue & 3" Avenue). In the event of Tornado Warnings on Saturday and 
Sunday, Park District staff will open the Pottawatomie Park Community Center so 
people can seek shelter there, if desired; 

If at a location with food, vendors and/or ride operators: turn off all power, gas and 
grills so unattended energy sources do not catch on fire. 

3. These steps should be taken immediately following any incident/accident: 
a. Get medical help to the parties involved (if applicable); 
b. Work with sound/announcer, lighting, etc. to inform the patrons of necessary 

infonnation and/or divert the patron's attention; 
c. Resume scheduled activity as soon as possible (subject to #5 below); 
d. Call the police or other authorities and report any accident; 
e. Identify witnesses to the incident to obtain statements if necessary; 
f. Contact a Site Manager for an Incident Report. 

4. The CM will communicate to all staff, volunteers, and other personnel that all 
communication with the press, police, or any other authority will be handled solely by the 
CM. Police may request information from event personnel and everyone associated with 



f LA)l.A~~ will cooperate with the police department. We will not interfere 
with police investigations and/or action plans and we will provide the police with 
materials available upon their request. Any and all materials requested should not be 
given out until copies of all infonnation can be reproduced for 

P\.1\+A ~ 

5. The CM will consult with the local authorities. If it is determined conditions are so 
extreme the festival cannot continue, the CM will consult with 

Pl!QA- t\at.~'TS to discuss alternatives. 

6. An official statement will be written and given to the CM as soon as it can be fonnulated 
by f>&.A- H ffi'MN~ management. No personnel or staff should offer any 
infonnation to any media other than the provided statement. No media questions should 
be answered unless otherwise instructed. 

7. Always remember to follow these guidelines; 
a. Keep as cool and calm as possible; 
b. Cooperate fully with the authorities. Be as accurate as possible, don't speculate 

with anyone, including P~t\ERCMANI~ personnel; 
c. Direct any and all media questions to CM, and only read official statements 

prepared by r WA tl®-\AN15 Management; 
d. Use common sense. Think before you act, and always be professional; 
e. Fill out a Festival Incident Report as accurately as possible; 
f. Get a copy of the Incident Report from the police and a report from the hospital 

(if applicable). 

Additional Notes: 



It is the responsibility of the event organizer to ensure that all participating retail merchants are 
properly collecting, reporting and filing City sales taxes from sales generated at the event, in 
accordance with State Statutes. The City's current sales tax rate is 8%. Sales tax collections 
and fonns arc to be submitted to the State and not the City. For further infonnation on how and 
where tax payments are to be submitted, please contact the Illinois Department of Revenue 
Registration Office at 1-800-732-8866. 

Please answer the following question regarding the use of retail merchants in conjunction with 
your event: 

Will your event include: 

Merchants selling retail merchandise? YES:. ___ N.O: X 
- Food and/or beverages for immediate consumption? YES: >< NO: ___ _ 

If no, no further action is necessary. 

If yes to either, you must provide a list of all participating vendors, including business name, 
address and State IBT number to the City's Finance Department within 14 days of the event. A 
sample fonn in Excel fonnat will be emailed to the event organizer's email address. In addition, 
you must read and sign the following certification: 

I understand that It Is my responsibUity to ensure that all retail merchants and/or food and 
beverage ¥endon partidpaJing in this event are aware of the rules and requirements/or 
properly collecting and remitting any City sales taxes generated from sales aJ this event. I will 
provide the City with a complete listing of au JMrchants, Including their name, address and 
State IBT number, within 14 days of the event. 

Signature: ~CR..\r.e Date: s..fa..l 23:, ilO\T 

Name: s$\:\ l±'( Title: ~ftL tta.Jf\C.1-ff(._ 

~<' ~ t\lL~~{(\S\t f'lS. 
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SECTION 8 - INDEMNIFICATION/HOLD HARMLESS 

In consideration of the City of St. Charles pennitting the ~Ut'"U\-~~ 
(name of organization) 

("Organization") to conduct l)"' \).)\~D°'tJ~~"Event"}, the Organization 
(name of event) 

recognizes, acknowledges and assumes any and all risks arising from or in any way 

related to the Event. 

To the fullest extent pennitted by law, the Organization hereby agrees to defend, 

indemnify and hold hannless the City of St. Charles, its officers, officials, employees and 

agents from and against all injuries, deaths, losses, damages, claims, suits, liabilities, 

judgm~It!, ~St, 1tJi\'A~~e~ (including all attorney's fees and costs), arising from, or 

i YUi3>t ' · . · 
resul g ~~~~~:~~~;~y~~~~~d, directly and/or indirectly to the Event, except that 

arisin oitt O'ftJie•soie legiil"caUs~·orthe City of St. Charles, its officers, officials, 

employees and agents. 

The Organization shall, at its own expense, appear, defend and pay all charges of 

attorneys and all costs and other expenses arising there from or incurred in connection 

therewith, and, if any judgment shall be rendered against the City of St. Charles, its 

officers, officials, employees and/or agents, in any such action, the Organization at its 

own expense shall satisfy and discharge same. . 

The invalidity of any provision(s) of this INDEMNIFICATION/HOLD 

HARMLESS or unenforceability of any of its provisions shall not affect the validity or 

enforceability of the remainder of this INDEMNIFICATION/HOLD HARMLESS. 

The Organization and the authorized signatory below warrant and represent that 

the authorized signatory below has full authority to execute and submit this application, 

including, but not by way of limitation, the INDEMNIFICATION/HOLD HARMLESS 


